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CONFIDENTIAL

The purpose of the incentive awards program is to encourege greater

enployee

phases of the operations of GIA by
rowarding such contributions,

participation in the development of improvements in all
appropriately recognizing and

General Standards and Criteria.

(1)
‘lfa’.-

(v}

{c)

Awards for Savings.

Cash avards will gemerally be used to revard employces for
sugnestions or perfomance resulting in savings,

Honor awerds will be used to supplement monetary ewards end
to confer rocosmition in instanecs where & cash award cannot
be granted bocausa of inelizibility of the employes.

An avard for savings may be granted by tho Ifficiensy Avards
Committee whenover it 13 satiasfied that the estimated

savings will be achieved, except that efficicnoy awards may
be granted only when exporienco with the iuproved operation

is sufficient to satisfy tho Committee that the savings will
be achisved, ‘

(2) Averds Where Savings Are Not Involved.

{a}

- terms,

(v)

{e)

{3) Group

Vheore

oune employce oY by a group of

incinding supo¥isors, mey share efficlency awards, cash awards
for sugzostions or honor avards, if they arc otherwise eligible,

Honor avamrds will

1 generally be used to gilve recognition for
performance,

the value of which 18 not measurable in monetary

Cash awards, com.ensurate with the benefits antieipated, may
bo granted for adopted suggestions which exceed the normal

reyuirements of an employee's pesition and result in improve~
ment;s not identifiablo as savings,

A one-step salary inere:se for superior accomplishment may
be granted for an outstanding achievement in the discharge
of assigned dutios ang responsibilities that does not result

in savings but is of the nature thet it deservos such monstary
recognition,

Avarda,

oontfibution to the improvement has besn made by more than '
employces, all employees contributing,
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Such grants may be in equal share or in progbrtion to the contribution
of esch employee or in accordance with such other eritoris as applye
The total amount of a sharcd or group sward may not exeeed the amount
authorized for that type of award. One-step increases for superiory
accomplishment may not be shared, but there is no limit on the number
of employees who mey be gronted such awerds if each meets the stundards,

Awards for efficlency mey be made in the form of cash awards of vary=:
ing amounts or step-increases up to three steps to reward each employee
in a group in proportion 4o his contribution to the group achlevenent,
subject to limitations regarding the maximum amount of award.

(4) Duplicate Awards.

No two employees may be niven cash or salary increase awards for the
same improvement, except in a shared or group awerd. Nor may an
employee be given two awards for the same achievement oxXcept that:

{a) Honor awards may be grantod in addition to nonetary ewards,
where appropriate.

(b} ‘henever the actual firgt-yoar savings are sufficiently grestor
than the estimate of savinge on which the original award was
based, supplementary awards of the same type may be made
subjeet tO0 limitations as to maximom emounts.

C. Avards For Efficlency —- Cash or Salery Increage.
(l) Basis, ‘

Efficiency awards, in the form of cash awards or salary jnerecases, may
be granted for savings accamplished by employees in the conduct of
thelr own operationas either as a result of a augzestion or personal
accomplishment. IHowever, there must be damonstreble dollar savings
based on actual experience over a period of time.

(a) Evaluation. For the purpose of granting awards based on estimated
savings, savings shall ordinarily be evaluated in terms of
demonstrable net dollar economy in the first full year of oparation.
when substantial non-recurring cost ie involved in the installation
of en improvement which will be useful for a number of years, and
1f computation of the avard on the basis of net first-year savings
would result in inadecuate roward, the award may be mede on the
basis of ostimated average annual net savings over a period of years.

(b) Demonstration of Savings. Dollar savings mey be demonstrated in
terma of the following:

-3-

Wh
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ls Lower unit cost GQMLDENJL&J@I' nezsurable producg=

tion, i. €., lower operating cost, or

2s Lowor unit cost on increased volume of production, i. e.,
handling increased measurable volume for the same operating
eost.

However, such reductions in unit cost shall not be considered
savings if they are the result of outside factors, such as Less
complex work items belns recelved, or are the result of or rosult
in less effective operations or poorer auality production ox
service. In the case of lower unit cost on inereased volumc of
produetion, the amount of deerease in unit cost must be greater
than that vhich could normally be expsoted as a pesult of
increased wvolume,

Accounting for Savings. All savings must be accounted for cither
by:

1. Appropriations savings, or
2, Increased output at the same cost, or

S Application of resources saved to some other necessery astivity.

{2) Standards and Criteria.

(a)

(v}

(c)

{a)

Insofar a3 possible, the nmonetary velue of an efficlency award to
an employee should correspond with the amount of cesh award which
could be nede for a suggestion which offects comparcble saviags.

‘Salary inereases will generally be 'used for efriciency awards
‘only when savings are so groat that limitetions on the amount of

cash awaxds would result in ipadequate reoward to the auployes,

All employeas will be treated equally in granting of awards,
regardless of their grades or positions in the orge.nizatiann i. o.,
the amount of award will bes based om the savings to the Govornmente-
not, on the employee®s grade oxr position. In order to maintain such
oquity, it is necessary to provide flexibility in the application
of step lnereases depending upon the employee*s grade, In a group
award, the amount of avard to each individual will be detoernined

by the contribvution of each individual in relation to the total
savings.

An efficiency award may be granted only when experience with the

improved operation is sufficient to satisfy the Efficiency Awards
Committes thet the savings will be achleved.

Regmgpn
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{e) Vhere the cost of initiel installation for the improved
operation is great, it may be pro-rated over two or more
years, as applicable, in determining thoe net annnal savings,

(£} The Gevelopmont of standards loxr measuring unit costs is the
responsibility of the Divielon and Oftice Chiefsa concerned..
Those Division and Office Chiefs are also responsible for
providing adeguate production and personnel data gonceyning
their operations to serve as a basis for award recommendations.

(3) Limitation on Awerds

The totul of cash grants and salary increases (anoual rate) for
efficiency averds moy not oxcesd 25 per cent of the estimated
savings for the first year. An award to an individwsl may not
exceod a salary inorease of three steps in the individual's grade,
or cash auard eguivalent to three stepe in the individual’s grade,

D, Cash Aveards For Suggestions.
(L} Basts,

For the purpose of this program, a suggestion is any copstruotive
proposal nede ocutside tho normsl requirements of an employee's
‘position vhich result in improvement or ecomomy in operationz by
way of monetary savings, increased efficlency, conservaiion of
property, improved employee-working conditions or better service.

{2} Adoption,

A suggestion must be adopted befors an award may be pgranted.
Adoption occurs when en suthorized officliel orders en action to

be takem as a direct or indirect result of svaluation of a
sugrestion. It is not nesessary that a sugsostion be adopted
completely as prescnted. If beneficial use is made of a suggestion,
in whole or in part, directly or indirectly, recosnition may be
given and a cash awerd made if the suggostcx 1s otherwlse eligible.

{3}  Adoption Period.

No award will be paid to any amployee for any sugsestion which 1s-
not adopted for use within 2 ysars from the date the sugrestion
was recolved, unless the time is extended by the Efficiency Awards
Qommittee before the expiration of the 2«year period, or the
suzzostion is resubmitted by the employee at the expiration of the
2«~year poriod, provided that the total period shall not exseed §
years fram the date of original submission. B

RESTRICTED
L & o
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{4) Standards and Criteria.

(2) Tangible Savings - Where an adopted sugmestion will resulb
or has resulted in monetary savings, the amount of the
avard will be bas:zd on the amount of the annual cstimated
savings in the firet yoar of operation in accordance with
the following table, unless the Deputy Director (Administra=-
tion) detormines a different amount is justified.

AWNUAL SAVINGS CASH ALARDS

1 | 3 1,000 $10 for each $200 of savings with a
mipimom of 10 for any adopted
suggestion. :

3 1,000 - % 10,000 350 for the first 51,000 of savings
and §25 for eath additional 1,000 of
savings,

$ 10,000 ~ #00,000 275 for the first {10,000 of savings
and $50 for each additional {10,000
of savings.

#.00,000 = or nore 4725 for the first $100,000 of savings
end $100 for each additiopal $100,000
of savings provided that the naximum
avard for any one sugsostion shall nog
exceed $1,000,

(b) Intangible Benefits. Sugsostions of value, which cannot be
neasurcd in specific money savings termas, will be cveluated
on thoir merits snd appropriate zards will be made commensurate
with anticipated bon:-fits,

(5) Limitations on Auards.
The total of all cash awards for suggestions granted by the CIA
during one fiscal yéar may not exceed (25,000, The maxinum for
any one sugcestion is 31,000, the minimum, $10.
E. Salary Increases For Superior iccomplishments.
{1) Basis.
In order to serve as the basis for the award of an additional

step-increase, the accomplishment of an employee must neet one of
the following tests:

RiESTRICTED
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(a) M1 aspects.of performance not only exceed normal requirements
but also arc outstandins and deserving of special cormendation;

(b) Sustainod work performance, for a period of at lenst threce
months of such s nature that 1t merits special recognition
for superior accomplishment over and above the normal ré=-
quirenents of the employee®s position, provided that his
current performance rating is not loss than "Satisfactory™;

(¢) Initiation of an idea, mothod or device, which has been
developed and adopted bocause it 1s expected to lmprove the

public servies or provide for more economical operation in
the public ilnterest; or

(d) A special act or service in the public interest, related to
official cmployment, over and above noraal position requiree
nents, of an unusual or distinetive ochiuracter, where its
recognition as a basis for an additional advancensnt would
sorve as & definite incentive to others,

(2) standards and Criteria.

A superior accomplishment step=increase is subject to the following
limitations:

Aa) Iﬁ will be made with reasomable promptness, in no event later
than two years after the period of superior accomplishment or
service on which the step-increase is based.

(~) It must be made within the limits of available appropriations.

{¢) No step-increase may be made which would raise the employee's
salary above the meximum scheduled rate for his grade.

- (d) No employce is oligible for more than one such step-inerease

within the time period between normal step-increases for his
grade.

¥. Honor Avards.
(1} Basis
Ilonor awards will bo granted to individual cmployees or units for:

(a) Exzceptional or meritorious service.

{1.} Contrivutions to efficisency and economy,

Approved For Release 20_01IO%MP78-03578A000200010036-1
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(2) standards and Oriteria
(a)} Distincuished Service Avard

The decoration for distinguished service is the highest
form of honorary employce recognition and may be piven

+0 those employees or organizational units whose contribue
tions or achievements are of such a nature as to be cone-
sidered of nationul or intcrnntional significance, The
following will serve as examples of guides to eligibility:

1. Outstanding service in the conduct or improvement of
- national security.

2. MNajor contribution to the safeguarding of the security
" of the nation.

3. Distinguished creative service.
4. IHerolc action.

The individual award will consist of a gold medal and a
cortificate in a gold lettered portfolio. The unit award
will consist of a gold medal and a plague identifying the
unit.

(b) Superior Service Award

The award for superior service may de given to those
employees or organizational units whoss contributions

or achievements are of a wide scope, althouch thev need
not be national, and should be of such a nature z: to be
of unusual value and significantly beyond that ordinarily
expected, The following will serve as examples:

L Superior service in the conduet or improvement of
national security,

£. Notable contribution to the safeguarding of the
security of tho nation, '

3. Suporior service of a creative nature.
4. Unusual courage.

The individual avard will consist of a silver nedal and
a certificate in a silver lettered portfolio. Tho unit
avard will consist of a silver medal and a plague identify=~
ing the unit,

RESTRICTED :
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(o} Commendeble Service Award

The avard for com.iendable seyvice mey be given to those
employees or organizational units whose contributions or
achievements, although they may have been limited in 8cope,
are signifioant -in that they wore meritoriously performed
end were over ond above normsl position requirements., The
following will serve as oxamples: ' '

-&e Meritorious service in the condust or improvement of
- national sscurity.

&o Vorthy oontribution to the safozuarding of the security
of the nation, '

Se Vorthy contribution to officlency, improved nanagement
or demonstrated outstanding exscutive or technieal
ability o

The individual avaerd will consist of & bronze medal sad a
certificate in a bronze=-lettered, leather portfolio. The unit
avard will consist of a bronze medal and a plaque identifying
the unit. .

{a) Certificste of Appreciation

A certificate of appreciation will be avarded in each of the
following cases: ‘

io To each individual who, thouch otherwise eligible, cammot
be granted a monetary avard bocause of personal ineligi-
bility,

2. In addition to the monetayry award for efficiency op
superior accomplishment,

S For each sugrestion ddbpted and for which a cash awsrd
is mede, )

4. At the diseretion of the Committes, for sugrestions not
meriting a cash sward, such ag:

a. A oonstmctive. sugrestion vhioh eannot bo &doptéd
because of lack of funds or other practical reasons;

RESTRICTED
- 8 -
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b. A constructive sugrostion which cannot be adopted
boecause it is already in effeet or 1is being con=
sidered, and

8. A susgestion which is adopted but is of slight’
significance and doos not merit a cash award,

G. Eligibvility

(1)

(2)

(3)

Efficiency awards and superior accomplishment awards authore
ized by C and E rospectively of this regulation, are limited
to civilian-graded employces who are compensated on a per
annum basis,

Honorary awards and cash awerds for sugzestion, authorized
by D and F of this regulation, are available 10 all civi:!.ian
employeesu

Former employees, or if decoasod, their estates, and employees
who have been trangferred to other departments and agencles,

if they meet all other requirements, aro oligible for incentive
averds, excluding salary increases, which could be granted them
for supgrestions made and accomplishments achisved while they
were in the service of the CIA,

H. Administration of Program.

()

(2)

There is established herewith an Efficiency Avards Commlttee
vhich shall be constituted as follows:

Agsistant Director (Personnel) Chairman

(Was Advisor for Management ) Vise=Chairman
Comptroller lenber

Personnel Director Advisor (without vote)

(as Personnel Relations Officer) Seeretary (without vote)

The Gommittee shall be rospongsible for the direction and oper-
ations of all phases of the incentives award progrem, include-
ing the following'

(a) Developing and applying whatever implementing procedures,
standards and measures are necessary to assure the
effeotive execution of this Program snd participation
therein.

(b) Coordinating the procedursl processing of suggestions and
proposels for avards, ineluding when necsssary the obtain-
ment of addit.ional data and/or the conduct of hearings.

RESTRICTED
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(a) Holding meotings on the eall of the Chairman to discuss
and make decisions on proposals submitted for considepe
atiane :

(4) Detormining the type of awsrd which is best suited to
give the propar reocosnition and remuneration for each
recoriondation approved, '

()} Making final grents of nonetery avards in the form of
ceash or sulary inereases up to an amount: or equivalent
of 3 o ALl monetary avards in excese thereof
will be granted. upon the recommendation of the Committee
with the approwal of the Deputy Director (Administration),

(£) Approving, or uaking recommendations for, Certificates of
Appreciation, where appropriate,

(e) Granting, with the approval of tho Deputy Director
(Administration), Distinguished, Superior and Commendable
Service Avards, :

() Determining, with the approval of the Deputy Directos
(Administration), the design of the medals and certificates
to be awarded within the scope of F. (2) {a), (b) ena (o)
of this regulation.

(1) Publicizing awards and conducting appropriate presentation
coramoniss +o the extent permitted by sesurity sonsidera-
tions,

The Secretary of the Cormmittee, in addition to his resular CIA
duties, shall be primarily responsible for the processing of
all proposals for aards and the necoessary stenographiec,
olerical and record ¥eeping funetions required in the adninig=-
tration of this Program, Also, consistent with secnvity cone
siderations, he shall prepare and submit reports on the Opers
ations of the awards program to the Bureau of the DBudget and
the Civil Service Commission in accordance with their rospeetive
roporting provisions. The Chalrman of the Committee may desige=
nate edditional personnel to assist the Secretary in this work,

The responsibilitics of all adninistrative and supervisory

officials in the operation of the incentive awards Program
shall include:

CTL
O =
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(a) The "Employee Sugsestion Form® (Form No, 37-146) will
be used for the submission of all sugzestions, and these
forms will be made available directly to the Secretary
of the Efficiency Avards Committes or through supervisory
channels,

Approved For Ralgslse 2001/08/
SEC

{(b) then a supervisor receives a suggestion relating to work
for which he has responsibility, he should make an :
appralsal before referring the suggestion to the Seeret-ry
of the Effieioncy Awards Comnittee, Otherwise, the
referral will be made imrediately without evaluation,

(¢) Upon receipt of a suggestion the Secretary of the
Efficiency Awards Comiittes will assign i1t a numbep,
The stub of the suggestion form vhich contalns the
employee’s name will be removod by the Secretary and
placed in a pending file.

() The Secrotary wi'l determine the appropriate operatiag
official or officials to whom the ronaining part of the
suggestion form should be sent for evaluation and will
forward the form to such officlal or officials,

(e) The appraising official will determine whether the plan
has nierit and can bs adopted immediately or within a
reasonable time. In meritorious cases, he will determine
the value of the savings involved, or where no dollax
savings can be determined, he will evaluate the othep
benefits to be expoeted. A memorandum of appraisal
incorporating action taken or planned, together with the
suggoestion form will be forwarded to the Segretary. If
the suggestion 1is rejected, the memorandunm will state the
reasons therefor.

(2)  Awards Not Based on Suggestions

{a) Any supervisor may nominate through normal supervisory
channels any individual or unit for an oefficiency,
superior accomplishment or honor award not based on a
sugraestion, '

(b) e recommondations must be in writing and well iocumented
in accordance with the standards cstablished f.r cach typo
of aword, '

(¢) T™e head of the organizational unit conce.rned uill review
the recommendation, and, if he approver it, will foruard the
recoumendation to the Segretary of ths Committee on iffl-
clency Awards,

11 -
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 (4) Recommendations may be submitted at any time,

Hemoranda to suzgestors and recommending officers shall

be prepared by tho Seerotary, informing them of the offieial
actions teken by the Gommittee, including for rejections

the reasons therefor. A ocopy of each memorandum will be Fent
to the Persomnel Office for inclusion in the appropriate
personnel folder.

Jo Payment of Awards

(1)

(2)

(3)

Paymont of «ish awards will be made from the appropriation or
fund for the activity which is primarily benofited. lUhere

it 1s determined that no one activity is primarily benefited,
the award will be charged on a rercentace basis against the
activities bonefiting in escordance with determinotions made
by the ifficiency Awards Committes with the approvel of the
Deputy Director {Administration), Salary ircrecses for
efficiency or for superior aceomplishment will be charged
against the appropriation used to pay ths employee's sslary,
If the granting of a cash avard or salary increase would
necessitate a supplementol appropriation, the award will not
be paild pending application through the normal channels for,
and the granting of authority to submit a supplemental cstimate,
In no instance will the granting of cash awards or salary
increa:es be construed as authority to incur a deficiency in
the applicable appropristions. :

After appropriote determinations have beon usde, the Secretary

will initiate the documents required to effect payments and
act as approving officer for such payments.

A cash award is considercd to be additionel sompcensation and

is not a part of the employee?s basir pays. It is subjest to
wvithhodding tax, but not to retirement deductions. s~cceptanse
of aash evards £or meritorious suggestion will be a full release
to the United States from any and all claims by the employee,
his heirs or assigns for the use of such augrestion,

CONFIDENTIAL
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